
Creating a Funds Increase that Commits the Money on Additional Accounting 
Distributions Using Multiple “SHIP TOs” 
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1. 

 
 
2. 

 
 

Click 
“Requisitions”. 

Click “Create 
Requisitions”. 



 
 
3. 

 
 
4. 

 
 
 
 

1.  Choose 
“Requisition for 
Modification”.

2.  Click 
“Submit”. 

1.  Enter the Contract or Purchase 
Order Number in the “Contract 
Number” Field.

2.  Enter the Delivery Order 
information only if necessary. 

3.  Click 
“Display”. 



 
5. 

 
 
6. 

 
 
 
 

1.  “Click the “Y” beneath “Select Line 
Items” to make the line items appear at the 
bottom of the screen.

2.  Make sure the appropriate line 
items are checked that you wish to 
increase.

3.  Click 
“Create”. 

Use the dropdown box to select 
a PR mask. 

It may be necessary to scroll to 
the right on this screen to see the 
dropdown arrow.
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Once the mask is 
highlighted in blue, click 
“Create”.

Click “Items”. 
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Click on 
the item 
number.

This is the amount currently 
obligated on the award document. 
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1.  Increase this amount to the 
NEW total.  This line item has 
been increased by $1,000,000.

2.  Click “Ship To”. 

Click “Add”.  We will add another shipping address with 
in order to tie a new accounting distribution to this line 
item. 
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14. 

 
 
 
 

The total increase of $1,000,000 defaults into 
the “Amount” field on the first shipping address 
that is being added.  For the purposes of this 
example two new accounting distributions will 
be added.  Therefore this amount must be 
decreased.

1.  The amount was 
adjusted to $500,000. 

2.  Put in a “Delivery 
Date”.  This should be 
the end of the period of 
performance for this 
fiscal year. 

3.  Click “Add” to insert 
the new accounting 
distribution.
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16. 

 
 
 
 

1.  Fill in all of the necessary 
accounting data.  Treasury 
Symbol, Fiscal Year, Cost 
Code, and Object Class are 
the minimum requirements.  
Depending on your agency 
requirements, you may need 
to add project or reporting 
category codes. 

2.  Click “Submit” 

Click 
“Submit”. 
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Now the 2nd NEW shipping address 
will be added by clicking “Add” 

1.  The remaining amount of 
$500,000 defaults into place. 

2.  Fill in the 
appropriate date again.

3.  Add the new accounting distribution by clicking 
“Add”.
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20. 

 
 
 
 

1.  Fill in the accounting 
information. 

2.  Choose 
“Submit”. 

Click “Submit”. 



 
21. 

 
 
From this point, if no more changes are necessary, you may route the document 
through the normal channels. 

Choose “Return” to complete 
the rest of the PR and route the 
document as necessary.


